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RECOMMENDATIONS FOR REQORGANIZATION OF THE PERSONNEL OFFICE

1. The folloving recommendations for the revision of the present
organizational structure of the Personnel Office are submitted for
your consideration. The attached chart (Exhibit I) indicates the
revised breakdown of the nevw structure.

2. The Persomnel Bervices Division comprised of the following

branches has been Setermined to contain those elsments of personnel

functions, separately opersted in the past, vhich bear a close relation-
ship one to the other. Difficulties that have arisen as a result of
the present organisational structure indicate that thesc elements
should be combined into a central orgsnizational component.

a. The Procurement Branch would contain substantially the
ssme functions presently assigned to the Procuremsnt Division
with certain responsibilities of s administrative, clerical and

correspondence nature removed.

b. The Placemsnt Branch would combine both placement functions,
nov widely separated organissticoally and physically, and provide
s single line of supervisory comtrol.

c. The close affilistion between the procurement and place-
ment functions have caused considerable confhision being separate
orgsnisations under different supervision. The inclusion of
both these functions within the proposed Bersonnel Services
Division will provide a more effective and economical cperation.

4. The Employee Relations Branch would combine two videly
separated employee relation functions ome in overt and the other
in covert persounel divisions. This present split does not lend
itself to a streamlined functioming component for this important
personnel responsibility.

s. It is recommended that the personnsl nov assigned to
the operstion of the CIA Federal Credit Union be transferred,
together with all functional responsibility, from the Employee
Relations Branch to the Office of the Comptroller.

£. 'The location of the Testing Branch under the Personnel
Services Division brings together four homogeneous segments
of personnel responsibility.

3. The Classification Division, combining both overt and covert
responsibilities, is the best exsmple of how separate organisations
performing similsr functions for different components of the Agency
can be smalgamated. It is recommended thatthis Iivision remain es
presently constituted.
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4., The establishment of s Records Division, with three branches
Processing, Files and Correspondence, would pool all similar personnel
functions (overt end covert) under cne head and reduce the present
dual line of supervision. The processes by vhich an applicant or
employes action are sffected within the Agency are such that there
is no logical reason vhy this amalgamation can not be accomplished
effectively. ‘ ’

a. The present technique of having two transactions and
records functions, & triplication of correspondence responsibvility
plus a duplication of files controls and position inventorigs: sre
not acceptable in light of the prior segregation for the security
aspects involved. « ‘

b, The Civil Service Commission has provided CIA with
“Schedule A" asuthority, giving us certain prerogatives and
-operational latitulies not commonly enjoyed by other Federal
Agencies. However, there is o responsibility on the part of
the Agency to utilise all techniques and procedures, developed
by the Civil Bervice Commission for the maintenance of records
and sssoclated materials.

. ¢. The combination of all processing functions wider one
head, together with the utilisation of those developed techniques,
will reduce and simplify perscnnel yroceuinzﬁ conaiderably.

4. All files both overt and covert yoraoml‘ end those of
applicants should be merged under one supervisor in the Files
Branch responsible for their proper comtrol and msintenance.

f ¢. The existing applicent files presently under the Procure-
ment Division number spproximately 40 to 50 thousand end are
increasing at an estimated rate of two thousand per month.
¥o techniques have been instituted for the coding snd machine
punching of this data so that its utilizetion is not very
effactive,

f. In order to determine the ussbility of this material a
procedure is being developed for the culling-out of that which
is obsolete or of no use to the Agency and the machine processing
of the remainder as a potential.

g It is urgently recommended that the present correspondence
techniques be completely reviged and consolidated within the
Correspondence Branch, Records Division, The correspondence
responeibility between the Agency and applicants and persons in
various stages of clemrance is videly distributed among numercus
personnel employees with no clear-cut determinstion as to whe
has the authority for initiation and signature. ‘
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k. Under the present procedure the Procurement Division
Prepares correspondence to contact spplicants acknowledging
::mipt of ingquiries and the dissemination of proper forms

them unnucmmuumlmﬂmw
field interviews.

emcm responsibilities for reject lstters for
failure to pass security standards or to qualify on assessments
or tests, together with rejects by placement or opereting
officials, is split between both oyert end covert persomnel
transactions and records. These tvwo organisations sre likewise
responsidls for the trensmittal of various types of correspondence
aaterial, both form letter and individuslly designed, towon
applicants of steges of mm‘ :

Js mammmm :mvolving correspondence and
8 situation that has caused considersble emxiety is the fact
that placement officers, who for the most part have been the
last contact with the individual, 4o not see correspondence
as it is prepared in the various segments of the Persommel Office.
Bolution for this situstion will be provided for in sccordance
ummmmmm«umn,mmpmmz

stogen, cmm being &mma

K. nnmouum&mmm«wxmm
Records Pivision would effectively stresmline this éperation
and refuce to a minloum the possibility of the wrong type
or duyplicate correspondence being sulmitted to the same interested
mo : » '
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